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Critical Thinking

Exercise | 37

Application Skills Voyager Travel Adventures has been collecting demo-

graphic information about clients who participate in adventure travel vacations. In this

exercise, you will create a memo to the vice president of marketing listing some of the

interesting demographics in table form

EXERCISE DIRECTIONS

Table 1
1. Start Word, if necessary.

2. Open 37DEMO.

3. Save the document as 37DEMO_xx.

4. In the memo heading, replace the sample text Your
Name and Today’s Date with the appropriate informa-

tion.

5. Between the first two paragraphs of the memo,

insert a table with three columns and eight rows.

6. Set all columns to be 1" wide and all rows to be

.25" high.

7. Enter the following data:

Age 0 – 18 3%
19 – 25 17%
26 – 35 20%
36 – 45 30%
46 – 55 20%
55 + 10%

Gender Male 54%
Female 46%

8. Align the data in Columns 1 and 2 with the top left.

9. Align the data in Column 3 with the top right.

10. Insert a new row at the top of the table.

11. Merge the cells in the new row.

12. In the new row, type the table title: CLIENT DEMO-
GRAPHICS.

13. Center the table title horizontally.

14. Insert another blank row above the row labeled

Gender.

15. Apply the Light Shading table style to the table.

16. Apply a single line black 3/4-pt. outside border to

the entire table.

17. Save the changes to the document.

Table 2
1. Between the second and third paragraphs of the

memo, insert a table with two columns and five

rows.

2. Enter the following data:

River Rafting 77
Backpacking 25
Kayaking 84
Biking 43
Skiing 21

3. Align the data in Column 1 with the bottom left and

Column 2 with the bottom right.

4. Sort the rows in ascending alphabetical order by

the data in column 1.

5. Delete the label and data for Skiing, leaving a blank

row at the bottom of the table.

6. In the blank cell at the bottom of column 1, type

Total and right align it.

7. In the blank cell at the bottom of column 2, insert a

formula to calculate the total number of respon-

dents.

8. Insert a new column at the left side of the table.

9. Set the new column to be 1" wide, column 2 to be

1.5" wide and column 3 to be .5" wide.

10. Set all rows to be .25" high.

11. Merge the cells in the first column.

12. Using 14-pt. bold, type Favorite Activity per Respondent
in column 1.
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13. Rotate the text in column 1 so it reads from the

bottom of the table to the top, and center the text

horizontally and vertically.

14. Apply a 1-pt. Blue border around the inside and

outside of all cells in the table.

15. Apply a 5% gray shading to column 1.

16. Apply a 15% gray shading to rows 1, 3, and 5.

17. Center the table on the page.

18. Change the number of respondents who prefer

kayaking to 95.

19. Update the result of the calculation.

20. Check the spelling and grammar in the document.

21. Display the document in Print Preview. It should

look similar to the illustration.

22. Print the document.

23. Close the document, saving all changes.

Illustration A


